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14. Go to the internet and type in
http://www.mdcourts.gov/conne
ct in the address box OR click
the following hyperlink:

http://www.mdcourts.qov/connect/

15. Click “CONNECT Login”

- http://mdcourts.gov/connect/index htm!
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CONNECT is a Judiciary-wide initiative that will
EORNECFOB bring many positive changes to today’s Human
iaiag Resource processes. This initiative will have
widespread positive effects for every employee of
Overview
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leave requests can be submitted from a
desktop or laptop.

® Applicants, including current employees, can
create an account, upload their resume and
be able to apply for multiple jobs without
additional applications.

- 16. You’ve reached the
Connect log in page.
Here you are
prompted to enter in
your user ID (e.g.
John.Smith) and
system password
(password used to
access your
computer).

~17. Click “Sign In”.

If this IS your first time, it is recommended that you complete steps 5 through 11
I to pre-load your most recent work experience. If this is NOT your first time or
I prefer to manual enter it in during your application, skip to step 12. l
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18.
19.

Click “Main Menu”.

Click “HCM

Systems”.

—| —— 20. Click “Self-Service”.
— 21. Click “Personal

st w— M Information”.

22. Click “Prior Work

Experience”.

Personaize Content | Layout ? Hep

Employee Expiring Licenses c o~ [E Announcements c o~

Days to End Date

Date Approved

Job Tite, Depart

y Name.

23. Here are you prompted
to enter in your most
recent work experience
information. (Note:
The “Start Date”, “Pay
Frequency” and
“Description” fields
are required.)

24. Click “Save”.
\

nm o Search

|° @ htps./connect mdcourts.gov! pip/ plore EMPLOYEE/EMPL O + @ Maryland Judiciary [US) © 'l CONNECT

Person 1D D0DOZ0789
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ence Fod |ViewAll  First 4 1of1 & Last

=HE

Sequence Number
*Start Date ] End Date il
Employer [ Retevant Work Experience
Country UsA QA Unted siates
ity
state a
Phone
Ending Job Title
Ending Pay Rate =1
*Pay Frequency [ionin ]

*Description

('] Notify

2 Employee facing regitry £.. %

7
12. Click “Home”.

ger Dashboay Company Directory Recruiting Dashboard Learning Dashboard Time And Labor Dashboard %
— p—
My Telework Agresment S o~ | MyLeave Bank Enroliment = - 3 PY)
o e e s e o 13. Click “My HR”.
‘Start Date Schedule Days 1o Exp o (ev

* 14. To view available
openings, click
“Careers”.
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@ Carears Job Search x

Job Search SignIn | New User

You can search and raview jobs from this page without creating an account with us. When you ars ready to apply., registering ondy takes a minute. Your online account ailows you to upioad your resume, 3pply for jobs and

15. On the job search S e
page you can: e I S S oo

Location

e r—r|

b Last

(@) Click on a position
title, to review a
particular positions
“Job Description”
before applying

(b) Apply to one or
more positions by
clicking in the white
box to the left of th
each position and e\
selecting “Apply for
Selected Jobs™.

osted Date: 121202016

/ea | Posted Date: 12132015

Agoly for Selected Jobs
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& 2 - @c -5 connect 2 Employee-facing registry cont... @ Careers Job Search
File Edit View Favorites Tools Help
s [ suggested Stes ~ ) Web Sice Gallery ~
Favorites ¥ Main Menu A Home | Signout

& CONNECT

G T | New User

4 Previous Job NextJob B Retum to Previous Page

Job Title Commissioner JobID 2243

Full/Part Time Full Time

Location Battimore County

Regular/Temporary Regular Favorite Job

(Closing Date [February 16,2017
[Baltimore County District Court
Office
[Towson, Maryland
Salary 851,027
[FLSA Status [Exempt
[Financial Disclosure Yes

‘Essential Functions:

District Court Commissioners are judicial officers invalved in conducting initial appearances, issuing charging documents, summonses and warrants, setting
and accepting bonds or determining conditions of pre-trial release for arested persons. District Court Commissioners receive general supervision from a
District Court Managing Commissioner or Administrative Commissioner and perform the full range of duties with complete independence after an initial
‘period of training and erientation. District Court Commissioners are assigned to day, evening or night shifts, or serve in an “on-call” capacity, and are
subject to call-in during emergencies and staffing shortages. Work is performed in a District Court building, police station or Central Booking facility
Employees may be exposed to individuals who are hostile, emotionally charged and/or unhealthy or wounded.

Distriet Court Commissioners are appointed by the Administrative Judge of the assigned District with the approval of the Chief Judge. District Court
Commissioners serve at the pleasure of the Chief Judge.

Education:
B.S.orB.A degree from an accredited college or university

Knowledge, Skills & Abilities:

Demonstrated experience using a personal computer and the ability to type efficiently. Excellent interpersonal skills as well as a professional demeanr.
Candidate must have the ability to make decisions based on criteria set forth in the Law and Administrative regulations. In addition, candidate must have the
lity to work day, evening, of night shifts including weekends. Must be able to travel to various court locatioas in District 8. Ability to perform all
essential functions of the position.

NOTE: EMPLOYEE MUST RESIDE IN BALTIMORE COUNTY UPON EMPLOYMENT.

The Maryland Judiciary is a drug-free workplace and an equal opportunity employer, committed to diversity in m. workplace. We do
discriminate on the basis of race, color, religion, age, sex, marital status, national origin, physic

information, gender identity or expression, sexual orientation, or any other characteristic pr el law. Applicants 'lho need
2 request 1o be interviewed. Applicants must be

United States citizens or eligible to work in the Us

Emall to Friend

Retum to Previous Page

16. If you chose to review
a “Job Description”
from this page you
can:

~~ (a) “Return to the

“Job Search” page.

™~ (b) Review more job

descriptions by
clicking “Previous
Job” or “Next Job”.

(c) Click Apply.
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2 Employee Experience - Home

Once you’ve selected
position(s) to apply to, —
you’ll be prompted to
start the application
process.

Start

17. After reviewing the
terms and
agreements, click the
white box next to the
“I have read and
agree to the above
terms and
agreements”
statement.

18. Click “Next”.

File Edt View Favorites Tools Help

¥[8 suggeste

iSites v @) Web Siice Gallery v

Main Menu ¥ Self Serv Recruiting

O O O m} O 0o

Start Resume Education  Work Experience  Questionnaire Referrals Preferences

Ext || [¢ Previoss | Ned
Step 10f 9
Applying for Manager of Cassification and Salary Adminisiration, Staff Attorney (Ri

POST

n has a number of s preferences 1o work expenence The step-by-step proc

1 you are having trouble with your appiication, piease clear

s, ranging from

and before submits

appiication. Please fill n all Informate
your cache and continue with the application process.

IMPORTANT INFORMATION REGARDING RESUMES

The information contained on the application form is the only information that will be used to determine whether you
meet the qualifications for the position for which you are applying. Therefore, it is vitally important you complete every
field of the application form. A resume may be attached, however, the information will not be used to determine if you
meet the qualifications for the position.

Delow, you

reements on this pags

ts. If you do not agree &

biish your basic eligibilty 1o apply for osition and an

Agreements

nts

Prequalification Terms & Agre

Afer you Subm s 0 the foiowng anaite. you will be immediately informed f you are eligdie 1o contiue win the

app

Application Terms & Agreements

NOTICE TO APPLICANTS

UMNDER MARYLAND LAW, AN EMPLOYER MAY NOT REQUIRE OR DEMAND ANY APPLICANT FOR EMPLOYMENT OR
PROSPECTIVE EMPLOYMENT OR ANY EMPLOYEES TO SUBMT TO OR TAKE A POLYGRAPH, LIE DETECTOR, OR SMILAR

ST OR EXAMINATION AS A CONDITION OF EMPLOYMENT OR CONTINUED EMPLOYMENT. ANY EMPLOYER WHO VIOLATES
TEI PRGN 1 BUILTY 55 A SDEMEANGR AN & SUREET 10 AFRE NGT 70 SXAEED 3100

PLEASE READ THE FOLLOWING STATEMENTS CAREFULLY

| heraby centify that all information provided by me on this applcation is ACCURATE AND COMPLETE to the best of my
knowledge. | understand that any false or incomplete information fumished by me, or failure to disclose requested
information, may result in the rejection of this application, may make me no longer eligible for consideration for emplayment
with the Maryland Judiciary, or may resull in my dismessal after my employment. | authorize the Maryland Judiciary to
investigate any statement contained in this employment appiication and release fomer employers and reference comacts

-om any and all liability on aceount of furnishing such information o the Maryland Judiciary | further understand that, if
considered for this posttion, the M:mann uiciary will conduct cimina andior crvingrecord checka | undarstand that
nothing icabion or in the granting of an inferview is intended lo create an employment
Coniract etween the Maryiand Judiciary Fan st

1 affirm that i my current employer has any contractual agresments with the Maryland Judiciary that prohibit direct
recruitment or employment of contractor personnel, that it is my obligation to obtain a writen release from my employer
authorizing my recruitment for this position

ad and agree 1o the above lems and agreements.

2 hitps: ds OYEE/HRM: O ~ @ €

Sign out

Fle Edit View Favorites Tools Help
5 [ Suggested Sites + ] Web Slice Gallery

Favortes ¥ | ManMenu ¥ > SeffService ¥ Recruiing » >  Careers

2 Employee Experience - Home

0 0 0 0 0 00—
Stant Prequalify Resume Education  Work Experience  Questionnaire Referrals Preferences

Prequalify - Step 2 of 9

Applying for: Manager of Classification and Salary Administration, Staff Attomey (RE-POST)

To be eligible to submit an application you will need to answer the following questions.
Prequalification Questions (Required)
1. Are you authorized to work in the Unitg

€ Judiciary is not able to offer sponsors|

Exit Save for Later | | [q Previous Next

for employment

Exit Save for Later | | [¢ Previous Next p

Sign out

19. Answer the required
prequalification
question(s) by
clicking next to “Yes”
or “No”.

20. Click “Next”.
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P lify Result
Based on how you answer the requally Resuls

prequalification question(s)

You are eligible to apply for 1 job(s).

you may or may not be & You are eligible to apply for this job.
eligible to apply.
L. R ¥ Job Title Manager of Classification and Salary Administration Job ID 2109
21 If you ar? deemEdeI Ig I bl Your subr_nitted questionne_lire has been evaluated. Y_our_answers to _the ques_tionnairg indicate that you are eligible to apply for this
y0u911 Clle “Contlnue” \ Job Opening. Please continue to complete your application by entering your information on the following steps.
on the “Prequalify
Results” page.

Prequalify Results

You are not eligible to apply for 1 job(s).

22. If you are deemed not
x You are not eligible to apply for this job. eligible, you’ll click
== “Close” on the
“Prequalify Results”

ate that you do not meet the eligibility page’ WhICh Wl” return
you to the main “Job
Search” page (step 14).

¥ Job Title Aide to Clerk, Court of Special Appeals

The guestionnaire submitted by you has been evaluated. Your answers to the -
requirements to apply for this position. You will not be able to cogii IS application.

23. You are now on the
“Resume Options”
page where you can

(a) Upload your  Erm— T r TE——
resume from your

computer by clicking
“Attach Resume” to [ S . o -

locate your document\\ B

ume - Step 3 of 9

0 n yo u r CO m p u te r‘ Applying for: Manager of Classification and Salary Administration, Staff Attomey (RE-POST)
w

Provide us with your resume

(b) Click “Copy and == —=
Paste your Resume”. O

Copy and paste your resume

(c) Click the white
box to the left of
“Apply without a
resume”.

(d) Click “Next” =~ |
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24. On the “Education” page you’ll need to:

(@) Select your “Highest Education Level” from
the dropdown. Note: This is a required field.

@ https://testcons

s Tools Help

necthr.mdcourts.gov/psp/hruat/ EMPLOVEE/HRM: 0 - @ & |5

& Employee Experience - Home %

5 [M suggested Sites » &) Web Slice Gallery v

Favorites *  Main Menu ~ Self Service ¥

- CONNECT

> Recruiing ™ > Careers

(b) Add any relevant job training (if applicable)
Carse o by clicking “Add Job Training”.

Exit Sggffor Later | | [¢ Previous Net j

Start Prequalify Resume Education  Work Experience  Questionnaire

Education - Step 4 of 9

Applying for: Manager of Classification and Salary Administration

Educatigy
< Highest Education Level v >

Job Training

- (d) Add any license and certification

Degrees.

< information (if applicable) by clicking “Add
T T— Licenses and Certifications™.
>

(e) Add any membership information (if

- > e (?J applicable) by clicking “Add Memberships”.

™ (f) Click Next.

(c) Add your specific degree information by
clicking “Add Degrees”.

TIPS:

L

EMPLOYEE/HRMS/c/HRS_HRAM_EMP.HRS_APP_SCHIOB/GBLIFOCUS=Employee&PORTALPARAM_PTCNAV=HC O ~ @ ¢ || h @ Employee Experience - Home

JCGUAT &)HRDEV S)HRTST &)PTUAT &)PTPROD [B) PecpleTools8.52 PecpleS... &) HRUAT

Recruiting ¥ Careers

w7 O O o 0o

Start Prequalify Resume i Work a Referals Preferences

Exit Save for Later | | | Previous Ned
Education - Step 4 of 9
Applying for: Lead Judiciary Clerk
Education History

Highest Education Level

Job Training

Be sure to choose i
the highest level of s
CO M P L ET E D You have not added any degrees to your applicati :

Add Degrees

education from the

Licenses and Certifications Issue Date Edit Delete

dropdown Financial Disclosure 0413012015 4 i

Coliege Degree

ted Bachelor's Degree

Add Licenses and Certfications

Memberships
Memberships Edit Delete
Judiciary CONNECTor 4 i}

Add Memberships

Exit Save for Later | | | ¢ Previous Next )
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AT OIRL GOV pSp/ iU EMPLOYEE/HAM: O =

+ CONNECT

= = = ] = = = 35
Start Prequaidy Resume Education  Work Experience  Questionnare Referrals Preferences
Exit_| | SaveforLater | | [ Previovs Medl )

Education - Step 4 of 0
ooty for Manager of Ciasascaton ard Salary Admsiration

Add Job Tramning
Fducation History “Course Tie.

School Nams

Highest Education Level|

Job Training
‘You have nat added any traiing Information o your appication.

‘Add Job Training

Degrees

You v not added any degrees Lo your appication
Aad Degrees
Licenses and Certifications
ou have not added any licenses and cerifications 1o your appiication

‘Add Licensss and Certfications

Memberships

You have not added any membarsEs fo your sopicaton.
Add Memberships

Save for Later | | |4 Fravious

Next )

To add more than one degree, N

To add more than one job

training, click “Save and Add
—"" Another”.

Note: “Course Title” and
“Start Date” are required

fields.

m} i} m} 08—
Clle “Save and Add A}’lOl‘hel" N‘ Stan Prequaly Resume Education wmzswmemn..m:zinn Hrk‘wa:sm Pm::n}
jucation - Step 4 of & Add Degrees
Note: “Date Last Attended’ - i,
and “Degree” are required o .
fields. -
Exit SavetorLater | | ¢ Frovieus Wext

#& Home

Sign aut

5]

3 0 o = 0o
Start Proquay Resume Education  Work Experionce  Questionnaire  Reforrals Fraforoncos
Eil | [SaveforLater | | [¢ Pievious Wy

Education - Step 4 of 9
‘Appiying for. Manager of CIassifcaton and S

Education History
Highest Education L

Job Training

You have ot acded any traning information

Agd Job Training

Degress

You Nave ot 30084 any GS0rees 10 ¥0Ur SEEH

A Degrees

Licenses and Cartifications
You have not added any kenses and cert

‘Add Licenses and Certiications

Membesships

You

A Mambersihios.

v | [« Prevous Next

To add more than one license
and/or certification, click
“Save and Add Another”.

L

Note: “Start Date” and
“License” are required fields.
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To add more than one Semntensi e ieeieniomsiel
membership, click “Save and senton St ) ) |
v Applying for. Manager of Ciassifcation and 8 Add Memmberships
Add Another”. ~
Note: “Membership Date” . .
and “Membership” are «
. . You have not added any degrees 1o your appl
required fields. R e —
e
Exit Save for Later | | [ Previous Ned

OVEE/HRM O ~ @ & & Employee Experience - Home %

File Edit View Favorites Tools Help

o [ suggested Sites v &) Web Slice G:

Favorites ¥ Main Menu ¥ Self Service ™ Recriting v

< CONNECT 25. To add work experience,
which is required, click
“Add Work Experience”.

26. Once work experience is
/ added, click “Next”.

‘Work Experience - Step 5 of 9

Applying for: Manager of Ciassification and Salary Administration

-
The information contained on the application form (not your resume) is the only information that will be

I used to determine whether you meet the minimum job qualifications for the position for which you are

I applying AND in determining your salary should you be selected for hire. ]

2 Employee Experience - Home

Start Prequalfy Resume Ed

Work Experience - Step 5 of 9

To add more than one work

experience, click “Save and "
Add Another”. :

Note: “Start Date”, “End
Date” or “Current Job
box”, “Employer”, “Ending
Job Title”, “Description”,
and “Ending Pay Rate” are
required fields.

save Save and Add Another
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2 https: OVEE/HRM: O ~ @ & (& Employee Experience - Home %
Fie Edt View Favorites Tools Help
5 [ Suggested Sites ~ &) Web Slice Gallery ~

% CONNECT

Questionnaire - Step 6 of 9
Applying for: Manager of Classification and Salary Administration

- Recruiing ¥ > Careers 4 Home | Sign out

Exit Save for Later | | [ Previous Next )

Application Questionnaire (Required)

:hfzrnye?g:?\?ﬂntl’: gﬁ::ﬁ::;ﬂ;gr;les of the job for which you applied, with or without a reasonable accommodation as defined by 2 7 " You ’ Ve reached the
“Questionnaire” page.
Please answer all questions.

3. Do you have relatives who are currently employed by the Maryland State Judiciary? If yes, please provide their name(s),
relationship to you, and the court or office in which they work.
Yes

No

28. After answering all of the
b . (13 b
; : questions, click “Next”.
pen Ended Questions:
5. This space is provided if you answered "Yes" to “ever work for an agency of the State of Maryland" and/or you have “relatives /

currently employed by Maryland State Judiciary", if not type in No.

‘Word Count Total Words 0

7~ N\

Exit Save for Later | | [ Previos Next  » v

29. You’ve reached the
« ” ("_7 Sl = hitpstestconn=cthy mdeourts.gov/pss/houat EMPLOVEE HRM O - @ C -5
Referrals page. File Edit »v-vm Favorites q'fah L':.dp
Please answer how ; ' e~ e
you heard about the

. . = N -~ ER = R T S - E——| 0—o
J Ob you are app I yI n g Start Prequalify Resume Education Work Expenience  Questionnaire Referrals Preferences

.. i) (EEe | [CPee] [
to by clicking the Referrals - Step 7 of 9 3 g
dropdown_ Referrals

How did you feam of the job? | v

Specific Referral Source

30. Click “Next”. '
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& hitps://testconnecthr.mdcourts.gov/psp/hruat/EMPLOYEE/HRM! O ~ & € /& Employee Experience - Home %

File Edit View Favorites Tools Help
P suggested Sites v &) Web Slice Gallery =

Favorites ~  Main Menu ~ self S Recruiting ™ Careers # Home | Signout

~ CONNECT

Prequalify Resume Education Work Experience  Questionnaire Referrals Preferences Review/Submit

Exit Save for Later | | [¢ Previous Next
Preferences - Step 8 of 9
Applying for: Manager of Classification and Salary Administration
Employment Preferences
1.1 can start my new job

B

2.1am looking for the following Kind of work

or after

O Regular
Temporary
Either

11

et 31. You’ve reached the

“Preferences” page.
e mtresoe Please answer all

© Up to 75% of the time questions.

O Up to 100% of the time:

5.1am

ling to relocate

No

Ove 32. After answering all
" Doy Aty Doy 2 ooy lsacsy o of the questions,
7.1 want to work the following shift(s) / Click “Next,’.

Not Applicable

Monday

Coay

O evening

I night

[ Compressed

[ Rotating

Cany
3.1 want to work

4D |hours per week
9. I require a minimum pay of

Amount Frequenc;

Curreng,
USD - US Dollar V]| v

10. | would prefer a work location in or around

Comments about where | prefer to work:

P

Exit save for Later | | |4 Previous Next V)
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2 htps OVEE/HRM: O ~ @ & 2 Employee Experience - Home *

File Edit View Favorites Tools Help

% [ Suggested Sites ~ &) Web Slice Gallery ~

Favorites ¥ | Main Menu ¥ Seff Service ¥ Recniting ¥ > Careers A Home | Sign out

+ CONNECT

A
El
Prequalify Resume Education  Work Experience  Questionnaire Referrals Preferences  Review/Submit
Exit Save for Later | | [ Previous | | Submit Appiication
Review/Submit - Step 9 of 9
‘Applying for: Manager of Classification and Salary Administration
Review your application and meke any changes before submiing
My Contact Information
Emall noreply@macourts. gov ¢
Business Phone 4101260-1420
Address 117 HATGHETT ROAD, CENTREVILLE, MD 21617
Preferred Contact Method
Prequalfy
33 Y ou ’ ve reached the You are eligible to apply for this job Job Title: Manager of Giassification and Salary Job D: 2108
. Administration
“Review/Submit” e
You have not supplied a resume. 4
page. Please review
I can start my new job on or ater 2
A L L of you r 1 am loaking for the following kind of work Either
Iwantto work Either
1 nfo rmatl on p rovi d ed 1 am wiling to travel Never of rarely
1am wiling to relocate No
an d Ve r i fy aCCU racy 1 am availabie to work the following days of the week Mon, Tue, Wed, Thu, Fri
* 1want to work the following shifts) Not Applicable
Iwantto work 40 hours per week "
| require a minimum pay of
' g ! 1 would prefer a work location in or around
Cli Ck [ Submit Gomments about where | prefer to work
Education History
b b 2
pp 1C atlon Highest Education Level 01 Less Than HS Graduate: Vi
Work Experience
Employer Job Tite Start Date End Date Edit
test 0143172017 74

Job Training

You have not added al ing information to your application a
Degrees
You have not added any degrees to your appii Vd

Licenses and Certifications

You have not added any licenses and certifications to your applicatio 4

Memberships

You have not added any memberships to your applic ation. Vd
Referrals

How did you learn of the job? Job Fair 74

P —

Exit Save for Later | | [« Previo‘ ‘Submit Application ’ v

Specific Referral Source

M
essage You may get the

following message.

Please wait for confirmation page. Closing browser or changing page prior to this may cause application to not ga thru correctly (0,0} 34. After reviewing

click “OK”.

OK “Cancel
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35. Once you’ve received your
“Application
Confirmation”, you can:

(a) Click “View Submitted |
Application” to review the
application just submitted

(b) “Return to Job Search” p—— . o — o 500 e P i 0
where you can review your

job application history
and/or review the status of
your application(s).

Job Search Job Search | My Notiica

Filter by

Application Confirmation

& Your job application has been successfully submitted.

37. From the “My

psp/hrtst/EM

Activities” page,
you can review

the date of My Activities

application

Submi Ssion’ the i:ilﬁnm JobID Location Status
status, and/oryou || " T T
could withdraw
your application

by clicking

“Withdraw”. = |

{05 Sealcii | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Gontact Information

Job Search | My Notifications | My Activities | My F:

36. Upon return to the “Job
Search” page, click “My
Activities” to review your
job application history
and/or review the status of
your application(s).

02/02/2017 S59AM 02022017 B:51AM

02/0212017 G02AM  02/02/2017 G:02AM

avorite Jobs | My Saved Searches | My Contact Information

Signed In as AMY

Withdraw Application

Withdraw

Withdraw

Withdraw

For assistance with applying, please contact Recruitment at (410) 260-6551.

For assistance with logging into Connect, please contact the Help Desk at (410) 260-1114.

| I—



